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POLICY:

A. Alltelephone communications and notifications (including attempts at
communication and notification) regarding the consumer’s care shall be
documented in the medical record.

PROCEDURE:
A. Staff shall document all telephone conversations to and from the consumer.
Documentation should include at a minimum:
a. Problem/reason of the call
b. Any recommendations given
c. Date and time of the call
B. All telephone calls regarding rescheduled or cancelled appointments should be
documented. Documentation should include at a minimum:
a. Date and time of the conversation
b. New appointment time
c. Reasons for cancelation/reschedule
C. All telephone calls to a consumer’s physician, family, or other authorized parties
regarding the consumer’s care should be documented in the medical record.
Documentation should included at a minimum:
a. Who the staff spoke with

b. Reason for the call

¢. Actions taken

o

. Date and time of the call




